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Disclosure to Promote the Right To Information 

Whereas the Parliament of India has set out to provide a practical regime of right to 
information for citizens to secure access to information under the control of public authorities, 
in order to promote transparency and accountability in the working of every public authority, 
and whereas the attached publication of the Bureau of Indian Standards is of particular interest 
to the public, particularly disadvantaged communities and those engaged in the pursuit of 
education and knowledge, the attached public safety standard is made available to promote the 
timely dissemination of this information in an accurate manner to the public. 




Mazdoor Kisan Shakti Sangathan 
"The Right to Information, The Right to Live'' 
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Jawaharlal Nehru 
'Step Out From the Old to the New" 
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Satyanarayan Gangaram Pitroda 
Invent a New India Using Knowledge 



Bhartrhari — Nitisatakam 
''Knowledge is such a treasure which cannot be stolen" 
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FOREWORD 

This Indian Standard was adopted by the Bureau of Indian Standards on 10 July 1989, after the 
draft finalized by the Paper and Its Products ( Excluding Packaging Materials ) Sectional Committee 
had been approved by the Chemical Division Council. 

This standard has been formulated to define the quality of the commonly used commercial 
stationery forms for the guidance of the manufacturers and to assure supply of proper quality of 
such paper to the consumers. 

For the purpose of deciding whether a particular requirement of this standard is complied with, 
the final value, observed or calculated, expressing the results of a test or analysis, shall be rounded 
off in accordance with IS 2 : 1960 'Rules for rounding off numerical values {revised y The 
number of significant places retained in the rounded off value should be the same as that of the 
specified value in this standard. 



AMENDMENT NO. 1 OCTOBER 1991 

TO 

IS 12780 : 1989 COMMERCIAL STATIONERY FORMS/ 

BOOKS — SPECIFICATION 

{Page 1, clause 4.2 ) — Insert the following note in the end : 

'NOTE — For white printing paper, cream wove paper and cream laid paper, the mean of 10 test 
results shall not vary from the nominal substance by more than ± 4 percent, no limit being 
prescribed for variations in individual test results.' 



(CHD 15) 
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IS 12780 : 1989 

Indian Standard 

COMMERCIAL STATIONERY 
FORMS/BOOKS - SPECIFICATION 



1 SCOPE 

1.1 This standard prescribes the requirements 
for the following commercial stationery forms/ 
books generally used in commercial establish- 
ments: 

a) Invoice books, 

b) Delivery order books, 

c) Purchase order books, 

d) Petty cash voucher books, 

e) Stock taking record books, 

f) Monthly attendance report books, and 

g) Bank deposit slip books. 

2 REFERENCES 

The following Indian Standards are necessary 
adjuncts to this standard: 



IS 



No. 



Title 



1060 Methods of sampling and test 

( Part 1 ) : 1966 for paper and allied products. 
Parti {revised) 



1848 : 1981 



4661 : 1986 



Specification for writing and 
printing paper ( second revision 

Glossary of terms used in paper 
trade and industry {first 
revision ) 



3 TERMINOLOGY 

3.1 For the purpose of this standard, the defini- 
tions of terms given in IS 4661 : 1986, shall 
apply. 

4 TOLERANCE 

4.1 Size 

The variation in measurement of paper in sheets 
shall be not more than 0.5 percent above or 
below the ordered measurement. Where 0.5 per- 
cent is less than 3 mm, the tolerance shall be ±3 
mm and where 0.5 percent exceeds 5 mm, the 
tolerance shall be ±5 mm. 

4.2 Grammage 

No single test result shall vary by more than ±5 
percent from the nominal grammage. Further 
the mean of 10 test results shall not vary from 
the nominal grammage by more than ±2.5 
percent However, when 2.5 percent is less than 
1.5, the tolerance shall be ±1.5 g/m^. 

5 REQUIREMENTS 

) 5.1 Quality of Paper 

It shall be conforming to IS 1848 : 1981 and the 
size, variety and grammage shall be as given in 
Table 1. 



Table 1 Sizes, 


Variety and Grammage of Paper 


for Commercial Stationery 




Forms/Books 








{Clause 51) 






SI Item 


Sizes 


Quality 


of Paper 


No. 


in mm 










Variety 


Grammage, g/m^ 


1 Invoice books 


210 X 297 (A4) 
148 x210( A5) 


Air mail 


18-35 








2 Delivery order books 


210 X 297 ( A4 ) 
148 X 210 ( A5 ) 


Coloured 


56 




printing paper 




3 Purchase order books 


210 X 297 ( A4 ) 


Cream wove or 


60 




148 X 210 ( A5 ) 


map litho 




4 Petty cash voucher 
books 


148 X 210 ( A5 ) 


Wove paper 


56 


5 Stock taking record 


297 X 420 ( A3 ) 


Azurelaid paper 


70 


books 


210 X 297 ( A4 ) 






6 Monthly attendance 


297 X 420 ( A3 ) 


Azurelaid paper 


70-80 


report books 


210 X 297 ( A4 ) 






7 Bank deposit slips: 








Current deposit 


105 X 297 7 

(1/2 A4 [ 






and draft request 








lengthwise) V 

99x210 ^ 

(1/3 A4 
widthwise) ^ 


Wove paper 


50.60 


Saving bank 
deposit slips 
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5.2 Denomination, Binding and Layout of 
Printed Matter 

The denomination, binding and layout of print- 
ing matter in case of commercial stationery forms/ 
books shall be done as agreed to between the 
purchaser and the supplier. 

5.3 Cover 

The cover paper shall be as agreed to between 
the purchaser and the supplier. 

6 PACKING AND MARKING 

6.1 Packing 

The commercial stationery books shall be suppli- 
ed in packages, containing copy books of the 
same type, size and having the same number of 
forms/pages and having the same number of 
denomination. Each package shall be wrapped 
in paper to protect the books from damage dur- 
ing transportation. The books may be first tied 
in bundles before being packed. If the books 
are tied in bundles, each bundle shall be firmly 
bound with paper tape. 

6.2 Marking 

Each package of books shall be marked or 
labelled with the following particulars: 

a) Name and address of the manufacturer or 
his trade-mark. 



b) Designation of the books in the package, 
and 

c) Number of books in the package. 

6.2.4 Each book shall be clearly and durably 
marked with the following particulars: 

a) Name and address of the manufacturer or 
his trade-mark, 

b) Mass per unit area of the paper ( in g/m^ ), 

c) Length and width ( in mm ), and 

d) Number of papers. 

7 SAMPLING 

Each package shall be sampled in accordance 
with 3 of IS 1060 ( Part 1 ) : 1966. 

8 CRITERIA FOR CONFORMITY 

8.1 Number of Teste 

The tests shall be conducted as given in IS 1060 
( Part 1 ) : 1966. 

8.2 The lot shall be declared as conforming to 
the requirements of this standard if all the test 
results meet the relevant requirements. 



standard Mark 

The use of the Standard Mark is governed by the provisions of the Bureau of Indian 
Standards Act, 1986 and the Rules and Regulations made thereunder. The Standard Mark on 
products covered by an Indian Standard conveys the assurance that they have been produced 
to comply with the requirements of that standard under a well defined system of inspection, 
testing and duality control which is devised and supervised by BIS and operated by the pro- 
ducer. Standard marked products are also continuously checked by BIS for conformity to that 
standard as a further safeguard. Details of conditions under which a licence for the use 
of the Standard Mark may be granted to manufacturers or producers may be obtained from 
the Bureau of Indian Standards. 



Bureau of Indian Standards 

BIS is a statutory institution established under the Bureau Of Indian Standards Act, 1986 to promote 
harmonious development of the activities of standardization, marking and quality certification of 
goods and attending to connected matters in the country. 

Copyright 

BIS has the copyright of all its publications. No part of these publications may be reproduced in 
any form without the prior permission in writing of BIS. This does not preclude the free use, in 
the course of implementing the standard, of necessary details, such as symbols and sizes, type or 
grade designations. Enquiries relating to copyright be addressed to the Director ( Publications ), BIS. 

Revision of Indian Standards 

Indian Standards are reviewed periodically and revised, when necessary and amendments, if any, 
are issued from time to time. Users of Indian Standards should ascertain that they are in 
possession of the latest amendments or edition. Comments on this Indian Standard may be sent 
to BIS giving the following reference : 

Doc : No. CDC 15 ( 9206 ) 

Amendments Issued Since Publication 
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